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Hiring a Part-Time Employee in a Part-Time Position (Use Hire a Person – Jane 
Smith (page 61 of WFAD Training Manual) script with the following changes) 
 
The process for hiring a Part-Time Employee is almost the same as hiring a Full-Time 
Employee.  The major differences are found on the Job Information tab, Payroll tab, and 
Compensation tab.   
 
 

 
 
On the Job Information tab, the Full/Part field must say Part-Time.  This field is 
defaulted from position information, and should default to part-time if the position is set 
up a part-time.  The Standard Hours field should be populated as 20 hours for all 
employees who are part-time.  Also, the Work Day Hours field located under the USA 
flag should be populated as 4 hours. 
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On the Payroll Tab, the Employee Type field must be populated with an ‘H’ to identify 
that the employee will be paid Hourly.  If the field is not populated with an H for Hourly, 
then it can be changed by the person entering the transaction.  This would be done by 
using the lookup (magnifying glass) next to the Employee Type Field and then selecting 
Hourly.  
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On the Compensation tab, make sure that the Rate Code for the compensation is 
NAHRLY – North American Hourly.  Make sure that you enter the compensation as 
an hourly dollar amount.  
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Hiring a Part Time Employee in a Full Time Position 
 
Agency HR staff will be responsible for entering personnel actions when an Employee 
assigned to a Full Time position is hired on a Part Time basis.   
 

 
 
The Override Position Data button will need to be selected to make changes to several 
fields in Job Data to clearly indicate the employee is Part Time.   
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Once the Override Position Data button has been selected, changes can be made to 
the Full/Part Time (select Part Time) field and Standard Hours field (enter “20” hours) 
found under the Job Information tab.  Also, under the USA Flag, the FLSA status field 
value should be set as “Alt OT” and the Work Day Hours field should reflect “4” hours.   
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On the Payroll tab, the Employee Type field should be “H” to reflect an hourly 
compensation rate.   
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Finally, under the Compensation tab, the Rate Code should be entered as “NAHRLY” 
and the Compensation Rate field should reflect an hourly dollar amount.    
 
 
Note* 
For existing Full Time Employees who are changing to Part Time, the personnel action 
will be initially entered through the TN Job Data Change Request page and later 
entered into Job Data by DOHR.  Once DOHR has entered the personnel action in Job 
Data, it is the responsibility of Agency HR staff to review the Full/Part Time, Standard 
Hours, FLSA Status, Work Day Hours, Employee Type, Rate Code and Compensation 
Rate fields for accuracy.  
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Separations (page 379 of WFAD Training Manual) 
 
When separating an employee in Edison, it is not necessary to hold the separation until 
the end of the Pay Period.  Separations can be entered in Edison as they happen or as 
the documentation is received by the HR Office.  Separations should always be entered 
through the TN Job Data Change Request page with an effective date of the last day 
worked plus one day.  For example, if an employee’s last day worked was June 2, the 
effective date of the separation should be June 3. 
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Employees changing 28-day schedules 
 
When an employee on a 28-day schedule (28A or 28B) needs to change to a different 
28-day schedule, they will temporarily need to be placed on a 14-day schedule to 
account for the 2 week difference in schedule starting dates.  The following process 
Assumes an employee is transferring to a position having a different 28-day Schedule 
and illustrates the steps you need to take to complete this process.  
 

 
 
Open up the TN Job Data Change Request page for the effected employee.  Select the 
Add a New Value tab.  
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Leave the Request ID as NEW and click the Add button to begin entering your request. 
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 Once the Job Change Request page is open, you can begin entering information. 
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Enter the following information on the request: 
 
Action: XFR – Transfer 
Reason Code: INT – Internal Transfer 
EmplID: Employee ID for Employee affected by Schedule Change 
Position Number: Position Number for the position the employee is transferring into 
Effective Date: The day after the last day of the 28-day schedule 
Pay Group: S14 – Semi Monthly 14 Day Employee 
 
Then scroll down towards the bottom of the page. 
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Work Day Hours: Enter (verify) the appropriate number of hours for this position 
Empl Class: Enter (verify) the appropriate Employee Class 
Officer Code: Enter (verify) the appropriate Officer Code 
Employee Type: Enter (verify) the appropriate Employee Type 
Rate Code: Enter the appropriate Rate Code 
Comp Rate: Enter the appropriate Comp Rate 
Frequency: Enter the appropriate Frequency 
 
Then scroll down to the bottom of the page. 
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Click the Save & Submit button to submit the request for Approval.   
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You will now need to submit another request to place this employee in the appropriate 
28-day schedule.   
 

 
 
Open up the TN Job Data Change Request page for the effected employee.  Select the 
Add a New Value tab.  
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Leave the Request ID as NEW and click the Add button to begin entering your request. 
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Once the Job Change Request page is open, you can begin entering information. 
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Enter the following information on the request: 
 
Action: DTA – Data Change 
Reason Code: PAY – Pay Group Change 
EmplID: Employee ID for Employee affected by Schedule Change 
Effective Date: The first day of the new 28-day schedule 
Pay Group: 28B – SM 28 Day Schedule – Group 2 
 
Then scroll down to the bottom of the page. 
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Click the Save & Submit button to submit the request for Approval.   
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Effective Date for Transfers, Promotions, Demotions and Reclassifications 
 
Employees who are transferred, promoted, demoted or reclassified will be effective on 
the first day of an FLSA period (which will be Sunday for 7SS Employees).   
 
 
 
Review of Job Data for Mis-Matched Employees  
 
A mis-match occurs when an Employee’s Job Code does not match the Position Job 
Code.  To mis-match an employee, DOHR must select the Override Position Data 
button found on the Work Location Tab.  Once the Override Position Data button has 
been selected, the appropriate Job Code can be designated on the Job Information tab.  
However, if the Job Code field is changed, the FLSA status field value (found under the 
USA flag) reverts to the FLSA status of the Job Code.  This value needs to be changed 
to “Alt OT.”  Although DOHR staff should correct this value, it is the responsibility of 
Agency HR staff to review all mis-matched personnel actions which have been entered 
by DOHR and ensure the FLSA status field value is set to “Alt OT.” 
 
 
 
Placing Employee on Division of Claims 
 
Agencies will be notified when Sedgwick CMS approves an Employee’s placement on 
Division of Claims.   This notification from Sedgwick will be sent via email report to the 
appropriate Agency staff on a weekly basis with an overall summary sent monthly.  
Agencies should obtain their Appointing Authority’s signature to the weekly report and 
submit a copy of the signed weekly report along with a copy of the Accident Report to 
DOHR Technical Services (Mary Sanders or Phyllis McElhiney).  In addition, a 
personnel action will need to be entered into Edison (PLA/DOC) through the TN Job 
Data Change Request page.  It is imperative that this process be completed in a timely 
manner due to the direct impact on benefits and payroll.  DOHR must receive both the 
signed weekly report and a copy of the Accident Report in order to approve the 
personnel action.   
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Purging ADA Information 
 
Recording disability and ADA accommodations within Edison is at the discretion of the 
Business Unit.  If this information is maintained within Edison, it needs to be purged at 
the point of an Employee’s termination, retirement or transfer to another agency.   
 
ADA information can be purged by navigating to: Workforce Administration>Personal 
Information>Disability>Disabilities.  Enter either the EmplID or Employee Name and 
click the Search button.  You are now on the Disabilities page. 
 
On the Disability tab, the “Disabled” block should be unchecked.  Also, click the USA 
flag and uncheck the “Disabled Veteran” block, if necessary.  Next, click the Accomm 
Request tab.  Any information appearing under the Accomm Request tab, Request 
Details section can easily be purged by clicking the delete row (-) button and confirming 
the deletion of the selected row by clicking the “OK” button.  Also, any information 
entered under the Accommodation Option and Accomm Job Task tabs have now been 
automatically purged.  If more than one disability and accommodation has been 
recorded, you will need to repeat the previous steps until all Accommodation Requests 
have been purged. 
 


